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Volume 2: Data Entry

GENERAL ACCESS|INFORMATION

Getting Started with Access

Any collection of information can be called a database; for example, names, addresses and
phone numbers in a phone book is a database and numbers of a certain species of fish found at a
particular siteis also adatabase. Accessissimply acomputer program that tells the computer how
to handle the information, or the data, in the database. More specifically, Accessisarelational
database. Thisterm means that you can store information in multiple tables and relate the tables to
each other. For example, you could type in a phone number and Access would give you the name
and/or address of the person with that phone number (or vice versa).

L ogging onto Access
To log onto Access. double click on the Access icon on your desktop.
Next, enter your logon name but do not enter your password, then click "OK."

L ogging onto Access as SuperKF

When you are logged into Access using your logon name you will not be able to delete any
records or make large changesto the database. If you try to make changes, an error message (No
Permission) will appear. If you know that you are going to need to make changes to the database
(such as during data checking) you will need to log into Access using the logon name " SuperKF."

Tologon as SuperKF:
1. Double click on the Accessicon on your desktop.
2. Enter "SuperKF" asthe logon name but do not enter a password, then click "OK."

*MPORTANT: If you arelogged on Access as Super KF you havethe
clearanceto deleterecords and seriously change the database! Bevery

careful and be sureto check with the program manager before deleting
recordsor updating information in the database.**

Opening a database
Which ever way you log on to Access, the "open database” dialog box, shown below, will

appear. Y ou can now create a new database or

open a database that already existsin which you aatabase Using —
would liketowork. Sincethekelp forest moni- | 4  Blark Databace

toring data are already in a database, you need to ‘

select F:\IM\K elp\kf and then click "OK" N © patabase wicas

FAmKELPADOCSWADMIMNAMAILIST S \maillist
CAKUSHAAllenS ewartO aten
CAEUSHARLSH Kk frmall

ak I Cancel
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NOTE: If the open database dialog box did not automatically appear on
the screen, then click on the File pull down menu and then click Open
Database. Next goto F:/IM/KELP/ and open the database kf.

The screen should now [ook similar to the picture below, with the database window being
displayed.

2 Getting Started with Access
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Database Objects

There are six types of objectsin Access. Tables, Queries, Forms, Reports, Macros, and
Modules. In the picture below, each of these objects will resemble the tab of a hanging file or a
manilafolder. Objects consist of the data and tools you need in Access.

In order to pick the type of object you would like to work with, make sure that the database
window is open. Now click once on the object "tab" that is |abeled with the object name and object
icon. When you click on an object tab, alist of all existing files for the database object will appear.

File Edit “iew |nzet Toolz ‘Window Help ;Iilll
g =2 = e e N = = e e e =gl el
Tables Queries | Forms | B Reports | Z Macros | & Modules |
e --vall AnnualReportRovingFishCountStep0 d Open |
B --SpeciesCount Temporary Kush2 AnnualR eportRovingFishCountStepl d Design |
“ImBuadrat [Event/lslandSite] AnnualR eportRovingFizhCountStepl2 d
B -Imuadrat (StdDev Mean) AnnualReportRovingFishCountStep3 q |
-ImBuadrat_Crosstabl AnnualReportAovingFishCountStep04 E
Y -datacheck-SizeFreqhatHab band tranzectStdD ey Mean] E
B -KushFishCount SubReport Number species/site-date dan abalone E
B -KushFishCountdld datacheck-RovingDiverFC E
B -KushFishCountStepO1 datacheck-RPC d
B -KushFishCountStep02 ' datacheck-SizeFreqMatHab E
B -KushFishCountStep03 i datacheck-SizeFreqh atHab_SpeciesObserver d
B -KushFishCountStep04 B jennSizfreqSum d
b b -MewdnnualSpeciesList i KUSH Guadrat graph crosstab d
K&_ ' kush1382-198%4nnual Report BandTransect (StdDev Mean) @
S-meteruadrat (StdDev. Mean) kuszh1982-19894nnual Report Quadrat (StdDev. Mean) d
Annual B Quadrat [StdDev Mean] kuzh1982-19894nnual Report RPClpercentcover, StdDev) E
Annual Report BandTranzect [StdDev Mean] kushFizhTransectsFR alphLarson d
Annual Report Fish Transects [StdDev Mean) B kushjunkabalone d
Annual Report Quadrat (StdDev Mean) kushquadall g
Annual Report RPClpercentcover, StdDey) FushuadE secutiveS ummary(uery 9
4] | l
|F|ead_l,l I_I_’_’_W’_’_ |

Generaly, in the kelp forest monitoring database (kf) you will only be working in Tables, Queries
and Forms. These objects are described below.

Tables

Raw data are stored in tables. Any changes made within atable will directly affect the data
stored in that table. Because it is possible to permanently alter the data when working in table view,
it isstrongly advised that you do NOT work directly with atable unless absolutely necessary. A
better alternative isto work with Forms or Queries.

The Tables that contain the raw datafor each of there respective sampling procedure are
marked with a dash (-) in front of the name. Examples of Table namesin the kelp forest monitoring
database (kf) are:

-5mQuadrat -SizeFregArms -SizeFreqGorgonian
-BenthicFishTransect -SizeFreNatHab -Shells

-1mQuadrat -MidwaterFishTransect -BandTransect
-RovingDiverFishCount -SizeFrgMacrocystis -RandomPointContact
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Forms

Forms show the raw data from Tables organized in amore "presentable” or customized
format. Generally this means that the data presented in Forms mimics the layout of the data sheets
that we use in the field.

The data shown in Forms are still raw data and any changes to the data made in Forms will
be permanently saved. Although the integrity of the data can still be compromised when using
Forms, it is preferable to perform data entry or changes to the data in the Forms view. The possibil-
ity of altering large portions of data a greatly reduced. The use of Forms for data entry is described
in detail for each sampling procedure.

Queries

Queries are questions that you ask the database and they are used to extract information.
Queries are very flexible and by designing exactly what you need you can search, sort, and retrieve
specific data. Forms also use Queries so that only certain records appear on the screen.

Access has many types of queries, but generally the ones you will be designing and using
are. Select, Update, Append, and Delete Queries.

Select Queries

These are the most common types of queries. A select query, as you might guess, selects
information from one or more tables based on criteriathat you specify. Once the query hasrun, the
specific information that you asked for is displayed in atable.

As an example, let's say that you want to know where and when Giant Black Sea Bass were
observed on the Roving Diver Fish Count in 1996. To answer this question (query) follow these
steps:

1. Inthe database window, click on the Queries tab.

2. Click on the New button.

3. The New Query dialog box appears, select Design View, then click on the OK button.

4. After you select new query, Access opens awindow and adialog box as shown below. The
dialog box allows you to pick the tables that you want to query. In this case we want to ask
about the Roving Diver Fish Count, so select the table -RovingDiverFishCount and then
click the OK button. Now click the Close button.

Note: Inthisquery weareonly interested in data from onetable, however
you can add multiple tables depending on your question.

Show Table 12
Tables | Hueries | Both | Add
“IrQluadrat - Close
Brmluadrat
BandTransect
-FishTransect
-RandomPointContact
Shellz
-SizeFregdums
-SizeFregérms-Parastichopus parvimensis
-SizeFregimelntroduced
-SizeFreglGorgonian
-SizeFregh acrocystis
-SizeFregM atHab ;I

4 Database Objects
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5. The Query window in design view (as shown below) isnow open. The table in the top half of
the window is the table you are going to query. The bottom half of the window is called the

Query Design Pane and it is here that you ask your question.

& Creso| CCEess - LJuery elec! I.IBI_V - .
s Y OLhhee 'K WITh fI@mirgtable to the Query Design Pane.

dividually or by clicking on

abve all the fields from the Table

them once and dragglng them to the Query Design Pan
to the Query Design Pane.

@, Microsoft Access - Queryb : Select Query
File Edit “iew |nzet Query Tools ‘Window Help

=TI Y i o 3 e

-RovingDiverFiz...

ProgramCode
EventNumber
IslandCode

SiteCode ;I

<] |
-RovingDiverFis...
Field: - :
Table: ProgramCode
Sor Eventdumber
S ha | ] |zlandCode
Criteria:
or: -
»
Figld: | EventHumber IslahdCode
Table: [-RovingDiverFishCo | -RovingDiverFishCo
Sart:
Sho: 1 1 1 7
Criteria:
4
or:
4 »
|Fieady
i Start | Q Latus ce:bail - [Mailbox #1 | I% Mig
|F| eady NUM |

Database Objects
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7. Now you need to specify the criteriafor data you are selecting. In the criteriarow of the
Event number column, type "96**". Thistells Accessto select al data points with the event
number 96 as the first two numbers and anything as the last two numbers. Next, in the
criteriarow of the Common Name column, type "Giant Black Sea Bass".

R, Microsoft Access - jenniexample © Select Query
File Edit “iew Insert Query Toolz Window Help _Iﬁllil

L= e e R e T | s Blal x|

-RovingDiverFis... j
Date
Observer
Carmmont ame
Scaore
Abundance |«
[« | ;I_I
Field: | Bt x| Date IzlandCode SiteCode Commonf ame Score
Table: [ -RovingDiverFishCo RovingDiverFishCo | -RovingDiverFizhCo -RavingDiverFizhCo -AovingDiverFishCo | -RovingDiverFishCo
Sort: [ Ascending Aszcending Azcending Azcending
Show:
Criteria: | Like 96" "Giant Black Sea Bass'
or:
4 3
|Ready MUk

8. Now hit the Run button, ared exclamation point located in the tool bar, or click on the Query
pull down menu and select Run.

9. Thedatayou just asked for are now selected and placed in atable for you to see.

R, Microsoft Access - jennexample : Select Buery
File Edit Yiew Inset Fomat Records Tools Window Help =18l x]

- B 2&¥ &lmelc| o 21z 2] @l x| &=|1-| w2
[Everthiumber =] [aal i | B|z|u| i‘jiﬂﬂj@j:‘j

Event| Date [Island| Site | CommonName | Score | Abundance| Observer

E/19/96 5B CAT | giant black sea bass a5
B/19/596 SB CAT | giant black sea bass a5
E/19/96 5B CAT | giant black sea bass 65

B/8/96 AN cc giant black sea bass 35

Recard: 14| [ 1 D |»ile#] of 4
6 Database Objects
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10. Closethe Table and do NOT save (see section below on saving queries).

Update, Append and Delete Queries

All of these queries are action queries. Action queries allow you to change the datain
existing tables and you can change many records with asingle operation. **Be very car eful when
running action queriest!** The best method when using an action query is to design your query as
aselect query, run the query and look at the records that you have selected. If your query selected
the records you want to act upon, then change the query to an action query. To change the type of
query, click on the Query pull down menu and select the type of query you need. Next you can use
the Query Design Pane to specify what you need updated, deleted or appended.

NOTE: In order torun an action query you must belogged on to Access
astheuser " SuperKF" (Seethe page 1 about logging on as" Super KF" if
you are unfamiliar with this procedure).

Saving Queriesin the "kf" database

Since Queries are used all the time, it is easy to end up with too many of them saved in the
database, therefore it isimportant to only save the queries that you will need. If you create a query
that will only be used once, do not save it. Queries saved by individuals should be labeled with the
first four letters of their last name followed by an abbreviation of what the Query contains (Example:
kushband83). Do not give a query the same name asa Table in your database. If you try, you will
get an error message asking you if you want to replace the Table. If you chose "Yes," the table and
al itsdatawill be destroyed.

Database Objects 7
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DATA ENTRY PROCEDURES

Data input and storage are different for each of the Kelp Forest Monitoring sampling meth-
ods, therefore data entry procedures are discussed by sampling method. Each sampling method has
detailed step-by-step instructions for data input into Microsoft Access. Theinstructions all follow
the same basic layout: first data entry procedures are listed; next isa"Data Checking" section and
finally a"Data Corrections' section. Some techniques have addition, pertinent sections. Thetext is
accompanied by pictures of the computer screen showing the windows and dialog boxes you will
encounter as you enter data.

The methods used to collect the data are not discussed here, sampling protocol is described in
Volume 1 of this handbook. Since data collection began in 1981 there have been changes in sam-
pling techniques. A history of each sampling technique is described in Volume 1 of this handbook;
changes in sampling protocol and year to year data compatibility are explained.

Sampling Events
Event numbers
In order to help organize the datain Access, every kelp forest sampling cruiseis assigned a
unigue number. The numbers are called sampling "Event numbers" and are comprised of a4 digit
number. Thefirst 2 digits refer to the year and the second two refer to the sampling cruise number.
For example, 9603 corresponds to the third cruisein 1996. Event number 9304 refers to the fourth
cruisein 1993, an so on.

Creation of sampling events
After each cruise anew sampling event needs to be created prior to dataentry. A sampling
event iscreated only ONCE. To create a sampling event follow the procedure described below.

1. Logonto Access and open the existing KF database.
2. Click on Formstab.
3. Double click on Sampling Events

A blank sampli t i .
Plank sampling eveRt form S B Yo A8 S below will appeer

B Sampling Events M=] B3

Sampling Events |

7 ProgramCode: IF Event: (3603 l
Event Dates: | 7/22/35 /| 7/26/36 Primary Collector: |DUE -
Ana-::apa 7 SantaBarbara: [ SantaCruz: V¥
SanMiguel: v SanNicolas: | SantaRosa: [

Meta Data: Trip Beport:

o Ll

Recard: Hl A || 10k |H|H9| af 1
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4. Click onthe New Record icon located in the toolbar
OR
Click on Records pull down menu and select Data Entry

R, Microsoft Access

B9 Sampling Events

S AMPIGgNE

ProgramCode:
Data Entry

Event Dates: E/17/96 6/21/96)

Anacapa: SantaBarbara:
SanMiguel: SanMicolas: [

Meta Data: Trip Report:

5. Check to seeif program code defaults to KF (Kelp Forest).

6. Enter the Event Number.

7. Enter the Event Dates of the associated KFM cruise. For atypical KFM cruise, the dates
entered are the Monday the cruise starts and the Friday the cruise ends.

Dv selecting a name from the
IR

=AM INGIEVENIS:

=181 x]

=le box to theright of each

ProgramCode:

Event: |3501

Event Dates: E/17/96 A E/21/96 Primary Collector: [H[{ =]

Anacapa:
SanMiguel: [

BxP | Beth Pairter
SantaBarbara: Santal C<L | Carmen Lombarda

. 5 Cece Seligren
SanMicolas: ] SantaH David Kushrer

Meta Data:

DPM | Don Marris
Tn|DVR  Dan Richardz

DXL | Demek Lohuis
DZL | David Lewis
1|

ProgramCode:

Event: I:[

Event Dates: I:[!I:[ Primary Collector: Ij

Anacapa: O
SanMiguel: [

SantaBarbara: [ SantaCruz: [

ﬁ% [ SantaRosa: [

Meta Data:

Trp Report:

10. Click on the Close Window Button in the upper right hand corner of the screen.

Data section,

"""" de presented in

Sampling Events
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codes during data entry.

|land Codes and Site Codes

Each idand and each siteis assigned atwo letter code. Y ou will be asked to enter these

ISLAND
Santa Barbara

Anacapa

Santa Cruz

Santa Rosa

San Miguel

ISLAND CODE

SB
SB
SB
AN
AN
AN
SC
SC
SC
SC
SR
SR
SR
SM
SM

SITE
Cat Canyon
South East Sea Lion
Arch Point
Admiral's Reef
Cathedral Cove
Landing Cove
Fry's Harbor
Gull Island
Pelican Bay
Scorpion Anchorage
Johnson's Lee North
Johnson's L ee South
Rode's Reef
Hare Rock
Wyckoff Ledge

SITE CODE

CAT
SESL
AP
AR
cC
LC
FH

Gl

PB
A
JLNO
LSO
RR
HR
WL

10
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Observer Numbers

The observer number is the number associated with each person on a sampling cruise. This
number will be utilized during data entry for some of the sampling techniques (e.g. fish and size
frequencies). The observer numbers are obtained by alphabetizing all the names on the cruise
manifest. (The manifests are located under F:\im\kelp\docs\reportX X, where XX represents the
year. For example: F:\im\kelp\docs\report97 will contain the 1997 manifests.) The aphabetized list
of observersisthen assigned numerical valuesin ascending order.

Pacific Ranger Manifest
Channel Islands National Park
1996 Kelp Forest Monitoring Project

Dates August 5-9

Cruise#4
Tentative destination: SRI

Observer # Name Affiliation Phone #

1. Berg, William UCsC (408) 999-9999
2. Kushner, David CHIS (805) 888-8888
3. Lerma, Derek CHIS (805) 777-7777
4. Manjani, Eric CHISVIP (818) 666-6666
5. Mollenkoph, Peggy CHIS

6. Mondragon, Jeff CHIS

7. Morgan, Jennifer CHIS

8. Paddack, Michelle UCsC (408) 555-5555
0. Richardson, Diane CHIS (805) 444-4444
10. Taniguchi, lan CADF&G (714) 333-3333

11
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1 Meter Quadrats

Prior to entering data into Access you must arbitrarily assign the two observers as either
Count A or Count B. Write down these assignments on the top of the raw data sheets.

1. Click on Formstab.
2. Double click on -1mQuadrat.

& Mcrsom Access ki Dasbase ———————————[l] [SAEIbN | ACVOLC] MG

Eile Edit View |nsert Tool: ‘Window Help ;Iilll
v Bl ey sz ol 52w %] 5| el x|
Tables | Queries Forrms | B Reports | 2 Macros | & Modules |

Secchi Open |
-Brmiuadrat Sites Desi |
Llesign

-BandTransect FSubformSizeFreqh atH ab
-FishTranzectBenthic PSubtormS peciesCountBpa b Mew

-FishTransectMidwater

-RandomPaintContact
-RavingDiverFishCount
-SizeFreq/ARMS
-SizeFreqGorgonian
-SizeFreqh acrocystis
-SizeFreqh atHab
-SpeciesCountB AR
Habitats

Islands

Kfmbnnuals peciesList
OBSERVERS
Personnel
PickList:ARMnumbers

Programs

Sampling events

[Ready I B B T )

A form similar to the one below will appear.
(& Microsoft Access AmQuadrat ______________ GII8[l=] ESEAEIhS | RG] M e

File Edit “iew Inzet Fomat Becords Tools Window Help =& x]
¥ 3 sny SlEP & i
3 Species Quadrat A | B |

T | o [0

N

Bl %l

1mQuadrat

ProgramCode: IKF—
EventMumber: I—;[
IslandCode: lﬁ
SiteCode: Iﬁ

=

All Species

_# |

Enter Species

Fecard 14| o |] 1T o |m]r#] of 1

|Fnrm Wiew ,_'_,_,_W,_,_

12
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Enter the Event number.
Enter the Island code.
Enter the Site code.
Click on the Run Query icon labeled “All Species’ . | &rl
All Species

o0k w

7. Click “yes’ to the message:
Microsoft Access |

You are about to run an append query that
will modify data in your table.

Are pou sure you want ko run this action querny’?

Click Help for information on turning off confirmation
meszages for document deletions.

Mo Help
8. Click “yes’ to the message:
T | |1 <% 4|21 €16 BB
File Edit ‘“iew Insett Format Becords Tooks ‘window Help ;lilll]
e ERR R R REEEE
» Species  Quadrat A I B
TmQuadrat >
[z [ T [ o [ 0 ﬂ
ProgramCode: |KF [ 14027 [ 2 [ 0o [ 0
EventNumber: |9704 vI L anzr 7] 3 | T L o O one bel ow.
[Tz [ ¢+ [0 [ 0
IslandCode: 5C - I
) [tz [ & ([ 0 [ o
SiteCode: l_[ oo [ & o o
[Faozz [ 7 [ o | o
Ly [Tz [ & [0 [ 0
rl [ 14027 [[ 3 [ o [ o
[Fazr ([ 10 [ o [ o
[Faozr [ 1 [ 0o [ o
orl | [Tz ([ 1z ([0 [ o
Enter Species [ 14026 1] 1 | [ 0 1I
Fecod 4] 4 | 1 v | ei [r#] of 240
|Form View N T e
il Start | [@ Microsoft Access - [ | B Micrasalt Ward | s B
I 1 INuM| ]
| TEWF Microsoft Word - Quadrats ||€% Microzoft Access |ﬁ 4 b
1 Meter Quadrats 13



Kelp Forest Monitoring Handbook

9. If any additional specieswere counted in the quadrats besides the ones printed on the data
sheets go to step #10.
If no additional specieswere measured go to step #15.

10. Run the Enter Species Query.

11. Click "yes' to the message:

12. Enter the species number of the additional species that was measured.
13. Click "yes' to the message:

14. If there were more than one additional species measured, then repeat steps 10-13.
15. Make sure that the Event number, |sland code, and Site code are correct.
16. Enter the data

NOTE: Oneof the columnswill appear shaded. Data cannot be entered
in the shaded column. Clicking on the column heading (A or B) will allow
you to enter the data for that column. Besureto enter the Count A data
into the Count A column and the Count B data into the Count B column.

17. After entering the data into both columns, chose close under the file pull down menu or
click on the close window button.

Data Checking:
Data are checked in the form view. Repeat steps 1-5, for the data sheet you wish to check.
Have one person read the data sheet while another person simultaneously reads the computer screen.

Data Corrections:

If the mistakes occur in the A or B count columns corrections can be made in the form view.
Move the cursor to the cell where the error occurs and make the corrections.

If the mistakes are in the Event, Island, Site, or Species fields they must be corrected using a
query. If you are unfamiliar with the correct procedure for running a query read pages 4-7 on
queries.

14 1 Meter Quadrats
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1. Click on Forms tab.

5 Meter Quadrats

2. Double click on -5mQuadrat

-HandomPointContact
-SizeFreq/Gorgonian
-SizeFreqsH abitat
-SizeFreq/Macrocystis
-SizeFreq/Other

Eg Habitats

EH lglands

o

Microsoft Access

15
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8. Click “Yes’ to message:

A form similar to the one below will appear.

Make sure that the Event number, Island code, and Site code are correct prior to data entry.
9. Enter the data.

Note: Each sampling site hastwo data sheets. One data sheet ismarked
with quadrats 1-20 and the other is marked with quadrats 21-40. Besure
to enter the correct count into its corresponding quadr at.

10. Once data entry is complete close the form by selecting Close under the File pull down menu.

11. After each data sheet is entered into Access Entered should be written in red pen at the top of
the sheet.

16

5 Meter Quadrats
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Data Checking:
Repeat steps 1-5. Have one person read the data sheet, while the other person reads the
computer screen to ensure all data are correctly entered. Write "checked" athe top of the data sheet.

Data Corrections:

Mistakes that occur in the Count column can be made in the form view. Since data are
checked in the form view, corrections can be made as they are encountered. Move the cursor to the
cell where the error occurs and make the correction. Remember that only the count column is active.
Corrections to the other fields (e.g. Event number, Island code, or Site code) must be done using a
query. If you are unfamiliar with the correct procedure for running a query read pages 4-7 on que-
ries.

5 Meter Quadrats 17
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Band Transects

Prior to entering datainto Access you must arbitrarily assign the observers at each site as
either Count A or Count B. Write down these assignments on the top of the raw data sheets.

1. Click on Forms tab.
2. Double click on -BandTransect.

A form similar to the one below will appear.
B -Quadrat !IEI E

[ 3 Species Tranzect A B
BandTransect M I T [ ¢

ProgramCode: IKF

E ventHumber:

I jv
lzlandCode: Iﬁ
I jv

SiteCode:

i

Recaord: H|4|| 1 >|H|H9| af 1

18
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Enter the Event number.

Enter the Island code.

Enter the Site code.
Click on the Run query icon. |

o 0k w

~

Click “Yes’ to message:

8. Click “Yes’ to message:

. " :
Microsoft Access > tth &) Open |
& You are about to append 192 rowl(z]). Once Dezign | one below.

you click Yes. you can’t use the Undo

command to reverze the changes. I d EelleficlpA] | LI MEIE|

=1=1x]

Are pou zure you want to append the selected rows? N ElEl EH

Mo |

datacheck-HFD

ot kushm2012
kushparastichopus
kushaquad
LermFizh

ot EFY lermguadi

=] lermSizfreqSum

[N I V)

%Hicmsnﬂ @ E xploring - Dl ¥ Microsoft W | g_ 242 Prd

|F0rmView l_l_l_l_lml_l_

Band Transects
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9. Enter the data.

Note: Makesurethat the Event number, Island code, and Site code are
correct prior to dataentry. One of the columnswill appear shaded (col-
umn A above). Data cannot be entered in the shaded column.

Clicking on the column heading (A or B) will allow you to enter the data for that column. Be sureto
enter the Count A data into the Count A column and the Count B data into the Count B column.

10. After entering the data into both columns, select close under the file pull down menu or click
on the close window button.

Data Checking:

Data are checked in the form view. Repeat steps 1-5, entering the Event number, Island
code, and Site code for the data sheet you wish to check. Have one person read the data sheet while
another person simultaneously reads the computer screen. Write "checked" at the top of the data
sheet.

Data Corrections:

If the mistakes occur in the A or B fields corrections can be made by moving the cursor to the
cell where the error occurs and make the correction.

If the mistakes are in the Event, Island, or Site fields they should be corrected using a query.
If you are unfamiliar with the correct procedure for running a query read pages 4-7 on queries.
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B3 -SizeFreq/Gorgonian
Ed -SizeFreg/Habitat

EF -SizeFreg/Maciocystiz
B -SizeFreq/Other

B8 Habitats

B Islands

B kushguadd?

B3 Persornel

E& Programs

B8 Sampling events

Random Point Contact

1. Click on Forms tab.
2. Double click on -RandomPointContact.

o
<

Microsoft Access

/1

| |
et
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8. Click “Yes’ to message:

Microzoft Access

A form similar to the one below will appear.

Make sure that the Event number, Island code, and Site code are correct prior to data entry.

Note: When workingin aform you areactually in part of the database
table. Any changes made here are saved in the database table.

The cursor will be in the Count A column. Hitting the enter key will move the cursor from column
to column.

9. Enter the datafor that observer.

10. Choose close under the File pull down menu or Click on the close window button.
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Data Checking:

Data are checked by running a query, therefore data corrections cannot be made whilein the
query. The datacheck RPC query is designed to only show species that contained counts.
Therefore, the table generated by the query will not contain all the species codes found on the RPC

data sheet.

Click on Queries tab.

Double click on the datacheck-RPC query.

Enter the Event number of the data you wish to check.
Enter the Island code.

Enter the Site code.

agrwdPE

A form similar to the one below will appear.

&, Microsoft Access - datacheck:RPEC : Select Query

I | E— | 1111

Fl—l—l—lilil—l—l—l—

SESL 1 3001
SESL 1 3003

SESL 1 10001

SESL 1 13001

SESL 1 15001 1]
SESL 1

SESL 2
SESL 2 12001 D 1] 1 1
SESL 2
SESL 2
SESL 2
SESL 3
SESL 3

SESL 7001 1] 1] 2

iﬁ?ata c@r rt}ggﬁbns g ; 1

szl O. Havaj@ne pergmn read thehdata*tD oy checks the numbers
SESL j ev@/@d on tﬁe congauter %creen1 e data sheet.

}ggg?te: Ifgerroriusarefébund,] ation (e.g.
1efeadr alonumbaer, speciesis intheA, B, C, or
B fieldsy and fbllow the df ection below.

SESL Daﬁanmorrectrons are made in the eps 1-5, entering the Event

¥ #ie mistakes occur inthe A, B, C, or D field S, move the cursol to the location of the error

pages 4-7 on queries.

fields, they should be
corrected using Query. If you are unfamiliar with the correct procedure for running a query read

Random Point Contact
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Visual Fish Transects

There are two partsto Visual Fish Transects: Midwater Fish and Benthic Fish. The two parts
have different data sheets and thus different forms for data entry. Follow the instructions below
to enter the data for each type of fish transect.

Note: visual fish transect were modified in 1996. For an explanation of how
the data is compatible with past years data see Volume 1 of this handbook.

Midwater Fish Transects

Y ou will need the observer numbers in order to complete data entry for this sampling tech-
nique (see section on Observer Numbers). Write the observer number next to the corresponding
name at the top of the raw data sheet prior to data entry.

1. Click on Forms tab.
2. Doubleclick on -FishTransectMidwater.

&, phcrson Access -KiDatabaze SIS | JENiGIbY [NGF) MEIES)
Eile Edit Yiew Insert Toolz ‘Window Help 18] x|
=T = e 2 = kS & =0 Bl W
Tahles | Hueries Forrrs | B Reports | 2 Macioz | & Modules |
Brluadrat Perzonnel Open |
-BandTranzect Programs Design
-FishCourt Sampling everts __I
-FizhTrahzectBenthic Sitez Hew
-OldFishT ranzect
-Quadrat

-AandomPaointContact
-SizeFreq/Gargonian
-SizeFreq/H abitat
-SizeFreq/tacrocystiz
-SizeFreq/Other
Habitats

|zlands

Fieady N R ) B
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Volume 2: Data Entry

A form similar to the one below will appear.

Enter the Event number.

Enter the Island code.

Enter the Site code.

Enter the Date the transect was completed.

N o Ok w

R, Microsoft Access - -FishTransectMidwater

s
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Kelp Forest Monitoring Handbook

A form similar to the one below will appear.

I ERERE R = Bla:

Species Transect Count

14001 1 1] =

FishTransectMidwater

14003
14004 [

Record: 14 ] 4| R N

| | |
ProgramCode: IKF ’ I 14001 I 2 I U

[ 1400 | 3 (]
E ventHumber: IS?Dd .I

[ 1400 | 4 [ O
IslandCode: AM

[ 14002 | 1 (]
SiteCode: ILC d [ 1400z I 3 [0
Date: ISJB;’S? | 14002 | 3 (]
Obsrit E [ a0z T 4 [0

| 14003 | 1 (]

[ 14003 | 2 [ O

= | [ a0z [ 3 [0
| I 4 L0
| | 1 0

|

11. Enter the data for that observer.
12. Write “Entered” at the top of the data sheet in red ink.
13. Select close under the File pull down menu or click on the close window button.

Note: When workingin aform you areactually in part of the database
table. Any changes made hereare saved in the database table.

Data Checking:

Data are checked in the form view. Repeat steps 1-7, entering the Event number, Islands
code, Site code, Date and Observer number for the data sheet you wish to check. One person should
read the data sheet, while another person simultaneously reads the computer screen. Write
"checked" at the top of the data sheet.

Data Corrections:

If the mistakes occur in the Count field, corrections can be made in the form view. Move the
cursor to the cell where the error occurs and make the correction.

If the mistakes are in the Event, Island, Site, Date, Observer, or Speciesfields, they should be
corrected using a Query. If you are unfamiliar with the correct procedure for running a query read
pages 4-7 on queries.
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Benthic Fish Transects:

Y ou will need the observer numbers in order to complete data entry for this sampling tech-
nique (see the section on Observer Numbers). Write the observer number next to the correspond-
ing name at the top of the raw data sheet prior to data entry.

1. Click on Forms tab.
2. Double click on -FishTransectBenthic

%, Micresoft Accoss -Ki-Databaze ISR | IICIPE YA MEIES
Eile Edit ¥iew Inzet Toolz Window Help _|E|l|
)] | Sy &lmlels] o 512 € & 50| ela W
Bl Tables | B Queries Forms | B Feports | 2 Macios | «2% Modules |
Bmluadrat Personnel Open |
-BandTranzect Programs Diesign |
-FizhCount Sampling events
= I = - e
-FishTransectMidwater
-OldFishTransect
-Cuadrat
-RandomPointContact
-SizeFreq/Gorgonian
-SizeFreq/H abitat
SizeFreqdh acrocystiz
SizeFreq/Other
Hahitats
|zlands
[Fieady [ | (UM | |

iﬂﬁlalll ﬁLDtus cc:MaiI-[M...“&%Hicrusuﬂ Acc @EHpIDring-Data EI WMiCIDSDFtWDrd-F...I k 1116 Abd
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A form similar to the one below will appear.

jcrosoft Access - -FishTransectBenthic

S N TV

3. Enter the Event number.

4. Enter the Idand code.

5. Enter the Site code.

6. Enter the Date.

7. Enter the Observer number.

8. Click on the run query icon.

9. Click “yes’ to message:

Microsoft Access
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10. Click “Yes’ to message:

11. Enter the datafor that observer.
12. Choose close under the File pull down menu or click on the close window button.

13. Write entered at the top of the data sheet.

Data Checking:

Data are checked in theform view. Repeat steps 1-7, entering the Event number, 1sland
code, Site code, Date and Observer number for the data sheet you wish to check. Have one person

: computer screen. Write "checked"
Microzoft Access W Open | p

You are about to append 60 row(z]). Once Dresign |
you click Yesz, you can't uze the Undo
command to reverse the changes.
Hew
Are pou gure you want to append the zelected rows?
be made in the form view. Move
on.
, or Species fields they should be
mH | .
7 datacheck L yeedure for running a query read

ect B kushm2012
fl kushparastichopus
e kuzhquad
fe LermFish

ik BN lermquadi

ite] lermSizfreqSum

N A R B (VT I

Mle’%uicms““ﬁmﬂ--- @Ethring-Data E| WMicrusnfthrd-F...l ﬁ 11:15 Abd
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Roving Diver Fish Count

Y ou will need the observer numbersin order to complete data entry for this sampling tech-
nique (see the section on Observer Numbers). Prior to data entry, write the observer number for
each person who performed the fish count at the top of their respective column on the data sheet.

The species that are marked with an asterisk (*) on the data sheet cannot be left blank. 1f an
observer did not see any of the species, be sureto give that species a score of zero and an abundance
of dash (-). Write all zeros on the data sheet prior to data entry.

1. Click on the Forms Tab.
2. Double click on the form -RovingDiverFishCount

@, Micresoft Access - kf - Database HEER
File Edt “iew Insert Tools 'window Help _Iﬂ 1[

Dz |ul| SR % [Eal@]]| | B 58| 2] &= eala
B Tables | B Queries Forres | B Reports | 2 Macros | & Modules |

-1mBuadrat Secchi Open |
-Arnluadrat Sites Desi
Liesign |

-BandTransect Subforrnmbuadrat
S ubformSmiuadrat Mew

SubformB andTranzect

-FighTransectB enthic
-FizhTransectMidwater
-RandomPaintContact SubfarmFishT ransectB enthic

SubformFishTransectMidwater

SubformP andomPaointCortact

S ubformB ovingDiverFishCaunt

-SizeFreqliorgonian

-SizeFreqtacrocystis SubformSizeFreqGorgonian

-SizeFreqh atHab i PSubformSizeFregh acrocystis

-5 peciesCountBpa R PSubfarmSizeFreqh atHab
Habitats PSubformS peciesCountBud A
Islands FE peMormal

Kfménnuals peciesList
OBSERVERS
Personnel
PickList:ARMnumbers
Frograms

Sampling events

[Feady |

A form similar to the one below will appear.
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NoOM®

Enter Event number.

Enter Island code

Enter Site code.

Enter the Date the fish count was done.

Enter the Observer number of the person who did the fish count you are entering.

Click on the Run Query icon.

Click "yes" to the message:

& You are about to run an append query that
will modify data in your table.

ArE pou zure yau want ta run thiz action query?

Click Help far infarmation an turning aff confirmation
meszages for document deletions.

10. Click "yes' to the message:

Microzoft Access 5]

& You are about to append 34 row[z]. Once you click Yes,
pou can't use the Undo command to reverse the changes.

157 5]

Record: 14 1 Al of 1

ne below.

} Dot WHERE Woaili. | Ly Aldus PageMaker 5.0 || € Microsoft Access ... B Microsot word - Rovi.. | (PSSR a4aM
| : e .

Dbsrit 4

N

[California scorpionfish =] [
|Califorria shesphead, fem = | [
|Califorria shesphead, juve =1 | [
|
|
|

[California sheephead, mal =] |
[copper rockfizh =
[aribaldi ||

Fecord: 14 T k|1 %] of 34

~|

Form Yiew

st B pc&N'\’\AfR—&\QE’g\)’

eli-i)ti!.\.lfrﬁﬁcrl]uscégg%aker 5.0 ||@§ Microsoft Access ... [ Microzoft Wword - Rowi... | 4 ?@gﬁtﬂ: 10:37 A

31



Kelp Forest Monitoring Handbook

11. Enter the score and abundance for each fish that was seen by that observer.

12. If aspecieswas found that is not listed in the form, go to the end of the form and put your
cursor in a Common Name field that is blank. Use the pull down menu in the right hand side
of the Common Name field to find the fish you need to add. Now enter the score and abun-
dance for that fish (see below).

13. After al the data have been entered for the first observer. Repeat steps 7 through 12 for each
of the remaining observers.
14. Closetheform.
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Data checking:

Click on the Queries tab.

Double click on the query "datacheck-RovingDiverFC".

Enter the Event number.

Enter the Site code.

Enter the Island code.

Enter the date the fish count was done. NOTE: The month, day and year must each have two
numbers (e.g. 06/04/97 equals June 4, 1997).

Sk wbdpE

A table similar to the one below will appear.

R, Micresoft Access - datacheck-RovingDiverFC : Select Query
File Edit Yiew Inset Fomat Becords Tool: window  Help ==l
K| U] SRy &|mel] o 85 2| )| B4 |
Event| Island | Site | Date | Observer | CommonName | Score | Abundance
L 9707 | SB SESL | 84235457 1 black surfperch 0-
| [9707 5B SESL | 942357 1 blackeye goby 10/ M
| 9707 | SB SESL | 943457 1/ blacksmith 10/ M
| 19707 5B SESL | 9423457 1/ blue rockiish 0-
| 19707 SB SESL | 942357 1/ blue-banded goby 0-
| [9707 5B SESL | 9452307 1 California sheephead, female 9F
| |8707 | SB SESL | 942357 1| California sheephead, juvenile 0-
| 19707 5B SESL | 9423097 1| California sheephead, male 0-
| 19707 SB SESL | 942357 1/ paribaldi 10 F
| [9707 5B SESL | 942357 1 garibaldi, juvenile 0-
| [9707 5B SESL | 942357 1/island kelpfish 10/ M
| 9707 | SB SESL | 9523097 1 kelp bass, calico bass b=
| 19707 5B SESL | 84238457 1/ kelp rockiish 0-
| [9707 5B SESL | 84235457 1| alive rockfish 0-
| [9707 5B SESL | 942357 1 opaleye 0-
| 9707 | SB SESL | 943457 1/ painted greenling 9F
| 19707 5B SESL | 9423457 1/ pile surfperch 0-
| 19707 SB SESL | 9423097 1 rock wrasse, female 95
| [9707 5B SESL | 942397 1 rock wrasse, male 0-
| |8707 | SB SESL | 942357 1/ senorita 9 M
| 19707 5B SESL | 9423457 1| striped surfperch 0-
| 19707 5B SESL | 84238457 2 black surfperch 0-
| [9707 5B SESL | 942357 2 blackeye goby 9C
| [9707 5B SESL | 942357 2 blacksmith 7 C
9707 | SB SESL | 83457 2 blue rockfish 0-
Record: 14| 4 I 1 Mﬁl of 107
|DatasheetView I—I_I_I_IWI_I_ |

NOTE: Thetablewill contain data from ALL of the observerswho per-
formed fish count at that sitein numerical order (by observer number).

7. Have one person read off the data screen while the other person reads off the data sheet.
8. Closethetable.
9. Write "checked" at the top of the data sheet.

Data Corrections:

Since data are checked using a table generated by a select query, corrections cannot be made
to the table generated from the query. If mistakes are found write down all the pertinent information
(Event, Island, Site, Date, Observer, etc.).

If mistakes are found in the Common Name, Score or Abundance fields, repeat steps 1-7 in
the data entry instructions. Move the cursor to the record with the error and make the correction.

If the mistakes arein the Event, Island, Site, Date, or Observer, fields they should be cor-
rected using a Query. If you are unfamiliar with the correct procedure for running a query read pages
4-7 on queries.
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Deleting Null Records
Once all the fish count datafor a cruise have been entered and checked then you need to
delete all of the recordsthat have no values (null) entered for score and abundance.

Because the query you are about to run is a delete query you must be logged on to Access as the
user "SuperKF". (See the page 1 about logging on as SuperKF if you are unfamiliar with this

procedure).

R, Microsoft Access - ki - Database M=

Eile Edit Wiew Inzet Tools Window Help

==l x|

D[z SR $(E|@|| o B-| 5] 2

Tables

B Queries | Forms | B FReports | 2 Macros | W Modules |

- all AnnualReportR ovingFizhCountStep00 d Open |
--SpeciezCount Temporary Kusha AnnualReportR ovingFizhCountStepll d Design |
1mBuadrat [Event/lslandSite] AnnualReportR ovingFizhCountStep02 d
“ImBQuadrat [StdDev Mean] AnnualReportR ovingFizhCountStep03 4 |
-Imuadrat_Crosstabl AnnualR eportf ovingFishCountStepld4 E
-datacheck-SizeFreqMatHab band transect{StdDewv Mean] E
“F.ushFishCount SubReport Mumber species/site-date dan abalone E
“F.ushFishCount00 datacheck-RovingDiverFC E
KushFishCountStepd1 datacheck-RPC d
-KuzhFishCountStepl2 ' datacheck-SizeFreqgMatHab E
FushFishCountStep03 i datacheck-SizeFreghatHab_SpeciesObserver d
F.ushFishCountStep04 B jernSizfreqSum d

db 1 -NewdnnualSpeciesList =] KUSH GQuadrat graph crosstab d

AE ' kuzh1982-19894nnual Report BandTrangect [StdDev Mean] d

S-meteruadrat (StdDev Mean] kush1382-19834nnual Report Quadrat [StdDev Mean] d

Annual B Quadrat [StdDev Mean)] kuzh1982-19894nnual Report RPC[percentcover StdDev) E

Annual Report BandTranzect [StdDev Mean] kushFishTranzectsAalphLarzon d

Annual Report Fish Tranzects [StdDey Mean) B 1 kushjiunkabalone d

Annual Report Quadrat [StdDev Mean] kushquadall 4

Annual Report RPClpercentcover StdDey) FushBuadE recutiveSurnmary D uery q

4] | i

|F|ead_l,l I_I_I_I_WI_’_ |

1. Click on the Queriestab.

2. Double click on the query -RovingDiverFCDeleteNullRecords.

Note: Noticethat thisquery hasan X and an exclamation point in front of
thename. Thismeansthat it isa delete query, so proceed cautiously!!

3. Click "yes" to the following message:

Microzoft Access 1]

N

You are about to run a delete query that will modify data
in your table.

Are wou zure pou wank ko run this action quen’y

Click Help far infarmation an how to prevent thiz meszage from
dizplaying ewery time pou run an action queny.

HNo Help
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4. Enter the Event number of the data you are working with.

5. A message similar to the one shown below will appear (the number of records listed will be
different each time). If the number of records to be deleted sounds reasonable (i.e. not
1000’ s of records!) then click "yes' to the message:

Microzoft Access |

You are about to delete 171 rowlz] from the zpecified
table. Once you click Yes, you can't uze the Undo
command to reverse the changes.

Are pou gure you want to delete the zelected records?

datacheck-SizeFreghl atH ab_Species0bserver

G |9 2]

""" K.USH Quadrat graph crozstab
dz kush1982-1939%4nnual Report BandTranzect [StdDew Mean)
B kush1982-19894nnual Report Quadrat [StdDewv Mean)
B kushl382-1989%nnwal Bepaort BPC[percentcover StdD ey
D ew b ean)] kughFizhTranzectzR alphLarzon
tdD e Mean) B 1 kushjunkabalone
Mean] kughquadall
=, StdDew] KushluadE secutiveSurman Huem

an|

d

q

E

E

E

E

d

E

d
B jernSizfreqSum d
d
2 d
d

E

d

d

q

q

=
| HOSOIN

[N I B TR
ﬂl |€4, Microsoft Access - [k... B Microsoft Wwiord - jenrjunk | B a14aM
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Changing fish specieslist

The common names of fish that appear automatically in the form when you append new
records in the data entry steps #9 and #10 are controlled by atable called -FishSpeciesList. If you
need to change the fish that are automatically appended, use the following instructions.

1. Click on Tablestab.
2. Double click on -FishSpeciesList.

A table similar to the one below will appear.

3. Check the boxes in the column “FishCountAuto” for the species that you would like to
appear automatically in the data entry form. The speciesin the column "FishCountPick" are
the species that show up in the pull down menu. Do not change the checks in the column
“FishCountPick.”

4. Closethetable.
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Natural Habitat Size Frequency Distributions

Natural habitat size frequency distributions for all species, except Macrocystis pyrifera,
Stylaster (Allopora) californica, and gorgonians, have similar methods of data entry. Size frequen-
cies are separated by observer. Each observer should have only one data sheet per site, but the data
sheet may have multiple species recorded onit. To enter datafor Natural Habitat Size Frequency
distributions use the following procedures.

1. Click on Formstab.
2. Double click on SizeFregNatHab.

A form called SizeFregNatHab will appear.

3. Enter the Event number.
4. Enter the Island code.
5. Enter the Site code.
6. Enter the Observer number.
7. Enter the sampling technique (e.g. b for band transects or q for quadrats).
The form will now look similar to the one below.
R, Micresoft Access - -SizeFregMatHab ME E
File Edit View lnsert Format Records Tools Window Help I =1 B
2| 5 2R 5 mlm]] o sE] 2] @l £la-| x|
¢ SizeFreqNatHab >| I Spe"ie‘;” gSize I i

ProgramCode: IKF
EventNumber: IS?D? -I
IslandCode: ISM - I

SiteCode: IWL - I
Dbserverl: IS

Technique: Ib

Record 14 4 || EIE T A

|FormView ,_,_,_,_,ml_l_

8. Select the species number for the species you wish to enter data from the pull down menu in
the Speciesfield.
9. Inthe Sizefield, enter each size observed for that species.
10. Inthe count field, enter the number of times each particular size was observed
eg.size count
25 1 = oneindividual observed at 25mm
32 2 = two individuals observed at 32mm

37



Kelp Forest Monitoring Handbook
If additional specieswere counted by the same observer repeat steps 8-10.

11. Chose close under the File pull down menu or click on the close window button.

Data Checking:
Datafor Natural Habitat size frequencies are checked using a query once all the data are
entered for asite for each sampling cruise (Event number).

Click on the Queries tab.

Double click on Datacheck-SizeFreqg.

Enter Event number of the data you would like to check.
Enter Island code.

Enter Site code.

agrwdPE

A table of the selected datawill appear as seen below.

&, Micresoff Access

11001.00
11001.00
11001.00
11001.00
11001.00
11001.00
11001.00
11002.00
11002.00
11002.00
11002.00
11002.00

DatasheetView [ [ N[

The selected table contains al the datafor the specific Event, Island, and Site you have
selected. For example: In the table above, observer #1 measured 1 Asterina miniata (species num-
ber 11001) 49mm; another Asterina miniata 54mm; etc.

6. Have one person read the data sheet while another person simultaneously reads the computer
screen.

Note: If errorsarefound, write down all pertinent information (e.g. Event,
Isand, Site, Observer and species) and follow the directionsin the data
correction section below.

7. Write "checked" at the top of the data sheet. Chose close under the File pull down menu or
click on the close window button.

38 Natural Habitat Size Frequency Distributions




Volume 2: Data Entry

Data Corrections:

Since data are checked using a select query, corrections to the data are impossible during data
checking. When mistakes are found make a note of the pertinent information necessary for the
correction.

If the mistakes are in the Event, Island, Site, Observer, Technique or Speciesfields or if the
mistakes occur in more than one cell, it maybe easiest to use an update query to make the necessary
corrections. If you are unfamiliar with the correct procedure for running a query read pages 4-7 on
gueries.

If the mistakes occur in the size or count fields, corrections can be made in the form view.
To get into form view follow data entry steps 1 - 7 for the specific data sheet you have selected.
Move the cursor to the cell where the error occurs and make the correction.

To delete an entire record:
1. Loginto Access as SuperKF (see page 1 if you are unfamiliar with this procedure).
2. Click once on the left hand margin next to the record you wish to delete.
3. Under the Edit pull down menu, select delete record.

To add records:
1. Follow data entry steps 1- 11.

Natural Habitat Size Frequency Distributions 39



Kelp Forest Monitoring Handbook

Gorgonian Size Frequency Distributions

Size frequencies for Gorgonians and Stylaster (Allopora) californica use the following procedure.

1. Click on Forms tab.
2. Double click on SizeFregGorgonian

A form called SizeFreqGorgonian will appear.

Enter Event number.

Enter Island code.

Enter Site code.

Enter the Observer number.
Enter Species code.

No ok ow

The form will now look similar to the one below.

@, Microsoft Access - -SizeFreqGorgonian = |Q|§IE|E|EI!|§|§|
File Edt Yiew Inset Format Becords Tools Window Help == =]
¥ sy s@=e] o2z 9 EEREEE

Species Height Width

SizeFreqGorgonian |y | |

ProgramCode: IKF
EventNumber: IS?DB vI
IslandCode: ISM - I

EO0G | [ @

SiteCode: IW’L - I
Observerdi: |1

Species: IBDDB

Recard: 14 4 || 1 e af 1

|F0rmView ,—,—’—’—’m'_’_

8. Check that the correct species codeis entered in the form.
9. Enter the data making sure the height and width data are entered in the correct fields.

10. Upon completion of data entry, close the form by clicking on the close window button at the
top right of your screen or select close under the file pull down menu. The data will auto-

matically be saved. Write "entered” at the top of the data sheet.
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Data Checking:
1. Repeat steps 1-7, entering the Event number, 1sland code, Site code Observer number and
species code for the data sheet you wish to check.

A form similar to the one below will appear.

@, Microsoft Access - -SizeFreqGorgonian - |Q|§I_BIE|EI!|§|§I@ [C]51=]
File Edit “iew Inset Fomat Records Tools Wwindow Help o =l |
¥ B sy sEeel] ooz o EEREEER
» : ) Species Height Width

SizeFreqGorgonian |y e = = ﬂ

FProgramCode: IKF 6006 34 19

EventNumber: lm — =
IslandCode: Iﬂ = —=
SiteCode: fLso -] e [ & I o1
Observerd: |2— G008 33 20
Species: W G006 30 7

! ! |

I I [

[ e [ 4 || 40
[ e [ & [ 28
I I [
! ! |
I I [

I I [
! ! |
[ o [ 42 [ 14
! ! |
I I I

[SS 22 18
GO0E 43 38
[SS 18 3E ~|
Record: MI 1 M of 53
|Farm iew I 1 o

2. Have one person read the data sheet while the other person simultaneously reads the data on
the computer screen.
3. Write "checked" on the data sheet. Close the form upon completion of data checking.

Data correction:
Corrections to the height and width fields can be made in the form view.

Corrections to the Event number, Island code, Site code, Observer number and Species code
should be made using aquery. If you are unfamiliar with the correct procedure for running a query
read pages 4-7 on queries.

To delete an entire record:
1. Loginto Access as SuperKF (see page 1 if you are unfamiliar with this procedure).
2. Click once on the left hand margin next to the record you wish to delete.
3. Under the Edit pull down menu, select delete record.

To add records:
1. Repeat data entry steps 1-9.
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Macrocystis pyrifera Size Frequency Distributions

Size frequencies datafor Macrocystis pyrifera uses the following procedure.
1. Click on the Formstab.
2. Double click on -SizeFregMacrocystis.

Form similar to the one below will appear

@, microsoft Access - -SizeFreqM acrocystis 83| 2= 2 o 2l &S
File Edit Wiew Inset Fomat Fecods Tools Window Help R
M E R 2 = plar v
3 Species Stipes  width
SizeFreqMacrocystis ,| o [ |
ProgramCode: IKF—
EventNumber: |—;[
IslandCode: |_;[
SiteCode: [ =
Observert: [
Species: W
Recard: 14 < [ 1 e milrs] of 1
[Form Yiew ) T

Enter the Event number.

Enter the Island code.

Enter the Site code.

Enter the Observer number.

Check that the species code defaults to the correct number.
Enter the datafor that observer.

0N O~ W

Note: Besureto enter stipesand width into the correct columns.

9. Write "entered" at the top of the data sheet. Close the form by selecting close under thefile

pull down menu.
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Data checking:
Repeat steps 1-6, entering the Event number, Island code, Site code, and Observer number
for the data sheet you wish to check.

1. Have one person read through the data sheet while the other person simultaneously reads the
data on the computer screen.

2. Write "checked" at the top of the data sheet.

3. Close the form upon completion of data checking.

Data corrections:
Changes to the number of stipes and diameter fields can be made in the form view.

Changes to the Event number, Island code, Site code, or Observer number should be made
using aquery. If you are unfamiliar with the correct procedure for running a query read pages 4-7
on queries.

To delete an entire record:
1. Loginto Access as SuperKF (see page 1 if you are unfamiliar with this procedure)
2. Click once on the left hand margin next to the record you wish to delete
3. Under the Edit pull down menu, select delete record

To add records:
1. Repeat dataentry steps 1-6.
2. Scroll to the bottom of the records and click once in the stipes field.
3. Enter the missing record(s).
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Artificial Recruitment Modules (A.R.M.s)

To enter size frequencies for Artificial Reef Modules use the following procedure.

1. Click on the Forms tab.
2. Double click on the form titled -SizeFregArms.

A form called Size FregArms will appear.

Enter the Event number .

Enter the Island code.

Enter the Site code.

Enter the ARM number and hit return.

o0 kw

7. Click on the run query icon.

8. Click “yes’ to message:

9. Click “yes’ to message:
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@, Microsoff Access - -SizeFreqhmms

The form will now look similar to the one below.

SizeFreqArms

HREERM proceed with

ProgramCode: IKF

sureto click once
all species not mea-

[ao0z | W .
L%a&d—rfézemchmswere not measured be sureto
003 v . s | .
r AL fourr species of urchins (i.e. speciesnumbers

Ies numbers) pick the first species measured in
nber in the species field using the pull down menu.

|FOIIT| i

14. Write "entered" at the top of the dat

13. Repeat steps 10-12 for each additional species.

l_ClpserLJE%toanby clicking on the close window

EventNumber: [75 -] **NOTE: If both putp
IstandCode: [T -] remove check marksfo _
soe: =] || 11004, 11005, 11006 and 1300df. [
AmNo: [2326 - [ 5005 1 I_—
10}l Working in numerical order|(psimg th
Ll | the ARM. Put the appropriatgspeeiss ,|
11}| Inthe sizefield, enter the si'_mS?g\'m:\v for that species.
12} In the count field, enter th wumber of times each size was observed
eg. size| | bdlit "~ I_.
Recard: 1l I 7 1 | Recalk e (T= ON@ INdividua 12mm
13 2 = two individuals I3mm

i Slarl“% Microsoft Access - [-bﬁmﬁmﬁ%glﬁomgﬂimgagn? pu“ dOWn men&v 10:59 AM

ARMs
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Data Checking:

1. Repeat steps 1-6 entering the appropriate Event number, Island code and ARM number for
the data sheet you wish to check.

2. Have one person read the computer screen while another person simultaneously reads the data
sheet.

3. Write "checked" at the top of the data sheet.

4. Closetheform by selecting close under the file pull down menu or clicking on the close
window button.

Data Corrections:

If mistakes occur in the size or count columns, corrections can be made in the form view. To get
into form view follow steps 1 - 6 for the specific data sheet you have selected. The form with the
previously entered datawill appear. Move the cursor to the cell where the error occurs and make
the correction.

To delete arecord
1. Click on the left margin adjacent to the line you would like to delete (highlighting the row)
2. Pressdelete or select delete record under the Edit pull down menu.

To add arecord
1. Follow data entry steps 1- 12.
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Adding additional ARM numbers
There are certain situations when a new number tag is assigned (e.g. if an ARM number tag
islost or if anew ARM is made and placed at asite). Before data can be entered for anew ARM,
the new number must be entered into the database. (Failure to add the new ARM number will result
in an error message when attempting data entry for that ARM.)

To add anew ARM number:
1. Click on the Forms tab.

2. Double click on PickListArms.

3. Enter the Island code.
4. Enter the Site code.
The form will now show all of the dataon ARM numbers at that site. All of the ARM
numbers ever used at the site will be listed in the ARM column. Only the ARM numbers that
are currently in use will have acheck in the Active box. Information about when the ARM
was put into place or when a number change occurred will be in the Comments section.

5.

6
7
8.
9

@, Microsoft Access - -SizeFregMacrocystis

A form called PickListArms will appear.

File Edit Wiew Inzet Fomat Hecords Toolz ‘Window Help

PickListArms

Arm__ Active  Comments
1 992

| J SRy @] o] s1E] Y| ] x|
»

ela-| x|

994 = 2362

5|

992-

994 = 2365

IslandCode: 5C -

32,

935 = 2370

32

934 = 2363

932

934 = 2364

932

932

932

932

SiteCode: B -

932

993

934 = 2369

993

934

g8 I

534-

935 = 2353

235 | Iv

336

2352 | Iv

336

2353 | Iv

336

2354 ¥

936

25 v

936

2EE v

936

2 one of the five A

3 east of |

2 tranzect

237 | Iv

936

¢ east of

e trangect

2358 v

936

= ohe of the five A

= east of i

e transect

2388 [ Iv

936

jun] fma} ] s

H e

2 i ohe of the five &
B B

B

iz ohe of the five Al

= cast of B

e tranzect

Record: 14| 4 |]

v rilr#] of 43

|Form View

I I I [

If you are adding a number for anew ARM, go to step #6.
If you are changing an ARM number (because the previous number was lost), go to step #10.

. Go to the bottom of the list and add the new number.
. Click to put a check in the Active Box.

In the comments, type in the current year.

Close theform.

10. Try to figure out what the old number was and unclick the Active box on the old ARM

number.

11. If you successfully figured out the old ARM number, write the year we stopped using the old
number and equals the new ARM number under comments (e.g. 1993-1994=2369).

ARMs
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12. Typethe new number at the end of thelist.
13. Click the Active box.

14. Type the year under the comments.

15. Closethe form.

Abaloneonly ARMS

At Yellowbanksthere are five ARMs that are east of the zero end of the transect. These
ARMs are only sampled for abalone.

If these ARMs are sampled and no abalone are found, follow data entry steps 1-10 but do not
enter any data. 1n other words, run the query, uncheck every species EXCEPT red, pink and green
abalone (species numbers 9002, 9003 and 9004) and close the form.
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Temperature Units

In thefield:
1. Upon bringing the temperature unit to the surface, note the time and date that it was retrieved.
Once you are dry, make sure thisinformation is copied into the Hobotemp notebook.

*Note: it isvery important to record the correct time asthetemperature
logger is still recording data and these erroneous data pointswill need to
be deleted later.

2. Unscrew the housing, remove the temperature unit while being careful to keep the tempera-
ture logger clean and dry (you may want to have one person open the housing and the other
with dry hands remove the logger).

3. Look to seeif thered light is blinking on the logger to assure it is still working. If itisn't,
make sure you record this in the Hobotemp notebook under notes.

4. Open the Station log sheet, in the Hobotemp notebook, and make sure you have recorded the
date and time the temperature logger was retrieved.

5. Now assign afile# from the DTFLOG in the blue book. These file names are given to the
dtf. filesfor archiving the original datafiles collected from the temperature loggers. The
numbering system is XX-0000 where XX is the station number (For example Wyckoff Ledge
is station #1 so XX would be 01) and 0000 is the next consecutive file number (0001, 0002,
0003...) acquired from the DTFLOG sheset.

6. Hook up the laptop computer with the mouse and the interface cable. Turn on the computer

and get into the Logbook program from the Onset applications menu in Windows.

Plug in the temperature logger to be downloaded to the computer using the interface cable.

8. Using your mouse single click on Logger, and then Readout (see picture below).

Fi= Ecit JESSEEY view Flot Help

Launch... Chrl+L

~

**Note: if you areretrieving data DO NOT presslaunch asall of the data
will belost for ever if you do so!!
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9. The Logbook program will off-load the data, this will take a minute or so. The program will
now ask you to name the dtf file and you will need to place the file name that was assigned to
it in step number 7 (XX-0000.dtf). Saveitinona3.5" disk inthe a/ directory. See below:

Z Temperature [*C] mI=E
File Edit Logger Yiew Plot Help
217
Save As I
204
File name: Folders:
_| | [15-0099.dd a\
15 C
ancel |
01-0099. duf - 23 ah -
. 15-0099.dtf Network... |
o
= 17 [~ Read only
o
] = =
Z 16
E‘ Save file as type: Drives:
= 15  |LogBook Files'DTF) ~| [=a =
T
ol A
139
12 T T T T T 1
0795 05/95 11/95 01./96 0196 02796 04/96
1995 24155BIAP S/M 2415

10. You will now need to export the file asatxt. file. Later, thisfile will be used to export the
datato Access. Under the file pull down menu, click on Export setup. Select both the Field
Separator: Tab(Excel) and Time Format: Mon/Day/Yr Hr:Min/Sec. Now click "OK". See

below:
Z Temperature [*C] =& =]
File Edit Logger “iew Plat Help
217
— Time Format: ———— ~Field Separator:
" Microsoft Excel Format " Comma [Lotus 123)
" Lotus 123 format &
" Clock Ticks Tab [Excel)
" Seconds  Space
= " Minutes:Seconds ' Semi-Colon
L | © Hours:Minutes:Seconds [ Use for date/time
o | " Daylt-Hr-Min:Sec
5
% | ®Mon/DaysYT Hi:Min:Sec Lotus 123 Format |
E- " International (short form)
£ [ Include fractional seconds Excel Format |
Cancel | DK I
13
12 T T T T 1
07495 03/95 11495 /36 0196 02/96 04,96
1995 24155BIAP 5/M 2415
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11. Under thefile pull down menu, click on Export Plot Data. The file name should default to
the same X X-0000 as above for the .dtf file, but should now be labeled as atext (txt) file.
Make sure the directory is correct, and then click "OK" to export the datato atxt file. See

below:
Z Temperature [*C] 8] x]
File Edit Logger “iew Plat Help
217
Save As EHE
204
File name: Folders:
_  |15-0099 txd a\
19
Cancel |
- o ah -
18 Metwork._ . |
e
= 174 [ Read only
s =
g 1B
E‘ Save file as type: Drives:
= 15 |[TextFiles(=TXT) l [=a =l
T
ol WY
137
12 T T T T T 1
07/95 03/95 11,/95 01/96 01./98 02/96 04,98
1995 24155BIAP S/M 2415

12. Repeat steps 8-11, saving the file to the hard drive of the laptop computer. Under the file
pull down menu, go to Save As and select drive C: and filename logbook/XX-0000.dtf and
xt. Click "OK". Thisbackup is conducted so that a copy of all of the temperature datais
availableif the 3.5” disk fails. These files can be deleted once they have been archived in the
office.

Preparing temperaturelogger for deployment:

1. Change the battery in the temperature unit. Make sure you record thisin the unit log of the
Hobotemp notebook. Before installing the battery, short it out using a paper clip for about .5
second. Thiswill increase the battery life. When placing the new battery in the unit, watch
for five long blinks of the red light, indicating the unit is working.

2. Hook up the laptop computer with the mouse and the interface cable. Turn on the computer

and get into the Logbook program from the Onset applications menu in Windows.

Plug in the temperature logger to be launched to the computer using the interface cable.

Click on logger, then launch.

If deploying a Stowaway temperature logger the settings should be Duration: 672 daysor 1

hour sampling interval (1355 daysif the unit is a 32k model); Typein the legend: first the

unit # followed by the Island and site |etter code (example 4988SBAP). Next, click on

"start" if you are sure you have correctly done the above and all of the data from the unit has

already been downloaded (see below).

~w

Note: Once you launch thisunit all of the previous data collected on it is
deleted!!!
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5. Write down the time that the unit was launched and deployed in the Hobotemp notebook.

Z Temperature [*C] == e
StowAway-TEMP ONSET Inst.-AC TO 38C SN 4988
Duration: |E?2 days j| Interval: 1 hour

Measure: |Tﬂm|JﬂfalUfE *C) j| Current: 23.23

Legend: [4988SBIAP

["Wrap around when full [overwrite oldest data)

Temperature [*C]

" Delayed:  pMM-DD-v¥ HH:MM:SS [T Triggered Start

[ Alarm: & Average

' Maximum

1
Cancel | Start I 0495

S/ 2415

Multiple Sampling:;

6. Clean the outside of the housing and the threads. Grease the O-ring and make sure all the
surfaces are clean.

7. Deploy the unit (if you are unsure of the correct procedure to deploy temperature units see the
section on Oceanographic Conditionsin Volume 1 of this handbook).
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In the office after a cruise:

1. Thedtf fileswith their associated X X-X XX X.dtf names need to be archived copy thefilesto
f:\im\weather\hobo_.dtf.

2. Export the filesto Access. Thefirst step isto call up the xx-xxxx.txt filein MS Excel (This
txt filewill come off the 3.5” backup disk you used in the field). In Excel delete the errone-
ous data (these are the data points that the temperature logger recorded after the logger was
launched on the surface, but not attached to the site underwater). Using the notes recorded in
the Hobotemp data notebook, one should be able to figure out which are the erroneous data
points by looking at the date and times the temperature loggers were deployed and retrieved.
Make sure you add or subtract (depending on retrieval or deployment) at least an hour to the
times that were recorded, to compensate for the time it takes the underwater housings to
equilibrate to the ambient sea temperature.

Removing “erroneous’ data points:

X Microsoft Excel mE E
File - Wiewy  Inzert Format  Tools Data  Window  Help
Undo Calurn twidth Ctrl+ -,
0] e e @] ol o] = A 212 S| @] (o 5] 9|
foidl ey o | Bl U === 8]l [l o] - -
Copy Ctrl+C 995 10:51:52 P
Easte [triF
Easte SpearE.
= Fill »
1 C-Ileal
2 __ 5
i Dielete Sheet =
5 Move or Copy Sheet... = .
|6 Find... Ctil+F 1 .
7 Replace... Chrl+H o] .
8 GoTo.. Chil+G =] .
L [lirkes. ! :
LU ] s =t : :
. 5 57 136
12 0724/95 2251 14,7 o044 131
13 82505 339 1484 587 130
14 RFMREA 807 1389 ard 13K i
W 4] ¥ [ m[+, 01-0036

Deletes row, column, or selected cells

3. After the erroneous data are deleted, save the file to F:\im\weather\hobo_dtf\hobotemp.txt.
Make sure that you save the file asa delimited file. Thisfile
(F:\im\weather\hobo_dtf\hobotemp.txt) is used by the macro in Access to import the data, and
can be copied over each time the macroisrun.
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Click "yes" to the message:

4. Runthe Access macro. Close Excel, and get into the W1 Access database under the directory

F\im\weather\WI. Go to Macro and select -ImportData-HoboTemp. Then select RUN (see
picture below).

&, Micresoft Access

File Edit “iew Inzett Toolz “Window Help

g Wi : Database [_ O] x|

Tables | Dueries | Forms | B Feports Z Macios | 3 Modules |

2 mportDataBBS Bun

7 mponDatatioboTemp

Llesign
2 AmportDataHoboTempan

Hew

Fieady [ |

5. Click "yes' the message:
MicosoftAccess |

You are about to run an append query that
will modify data in your table.

Are pou sure you want to rwn this action quere?

Click Help for information on turning off confirmation
meszages for document deletions.

Mo Help
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6. Enter the Island code.
7. Enter the Site code.
8. Enter the Unit number.

*Note: You will beableto find the temperature unit number from the
blue Hobotemp notebook.

9. Click "yes" to the message:

**Note: the number of rowsthat are appended should vary from siteto
site depending on how long the temper aturelogger was deployed.

Microzoft Access

& You are about to append 8226 row[z]. Once

you chck Yesz, pyou can't uze the Undo
command to reverse the changes.

Are pou zure you want bo append the zelected rows?

@, Micresoft Access gg@ the screen beIOW
File Edit ¥iew |nzett Tools Window Help

g Wi : Database

T ables | Queries | Farms | B Reports | & Macros | <% Modules |

-OceanTemp pblImportD ataBBS Open
-OceanT emp [HobaTemp-lan]

“wieatherBBS Hew
“w'eatherR anger

“feathernits
npzotemp

|Ready [ [ |zapFs
| Staltl EMicrnsoﬂ Elffi...l ﬁ Lotug cc:Mai...l I% Microzoft . 3% Microsoft Ex... | EW Microsoft W... | R 11:25 Ak

10. Close and check to see that the data was transferred correctly using a select query.
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